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PEAJNI3ALIA TBIOTOPCbKMUX NPAKTUK'Y CTAPLUMX KITACAX
HA NPUKNALI MPUBATHOI LLKOJU "A®IHN" m. KWEBA

Y cmammi akmyanizoeaHo Heob6xiOHicmb ernpoeadxeHHs M'toMOPCLKUX MNPaKMuk, siki eidnoeidatomb 8UKIUKaM Yacy, crpusitoms MoAosaHHIO
cynepeyHocmi Mix eumo2amMucydacHocmi 0o oco6ucmocmi ma mpaduyiliHumu oceimHimu npakmukamu. lMpudineHo yeazy ymosam peanizayii m'ro-
mopchbKux Npakmuk, a caMe cmeopeHHI0 eapiamueHo20 eidkpumoz2o oceimHbo20 cepedosuwja. CKoHcmpylioeaHo doceid egpekmusHUX m'romop-
CbKUX NpakKmMuk, siki eionoeidaroms eikoeum ocobiueocmsiM yyHie cmapuwux Knacie; modaHo cmucnuli aHani3 KomrnemeHyil msromopa.

HocnidxeHo, wo m'tomopcmeo mae ceoi Memodu, ¢hopmu, NPUHYUNU Ma NPaKMUKU, SKi 8Xxe npayroroms. Y WKosi euKkopucmoeyroms sik po3-
susarove, mak i Haykoee Hag4aHHs. Pesynbmamu iHougidyanbHux 3ycmpiyvel MiX m'tomopamu ma y4HsIMU 8usi8JIsIFoMbCS1 Yepe3 NMpPoeKmu y4His, ix
PO38UMOK XUMMeBUX HaB8UYOK, KpUMUYHe MUCJ/IeHHS, 8MiHHSI cmasumu eniacHi uini, cnocobu ix docsizHeHHs1 8idnoeidoHo Ao enacHux nompeeo, iH-
mepecie ma manaHmie. Y Haykoeomy Hae4aHHi m'romMop Makox cynpoeodxxye 8 Haykoeux docnidxeHHsIX. Pesynbmamu makoi cnienpayi Moxymb
6ymu eupaxeHi 3axucmom HayKoeo20 G0CliGxeHHsl, y4acmio ¥ KOHKypcax, eucimaskax, KoHghepeHuisix, oniMmniadax mowo.

3a3HavyeHo maki ymoeu enpoeadKeHHsI MbIMOPCLKUX MPaKMUuK sk pecypcu (iHgphopmayilini mexHonoeil, 1dckbKi pecypcu no3a WKoJioko, cris-
npays 3 6i3HecoM, Kynbmypoto, npedcmasHUKaMu Hayku mouwjo); MobinbHicmb oceimsiH (38'130K 3 MiXKHapoOHOI neda2o2i4Hor0 CiflbHOMOl0),
gidkpumicmb 3o 8Cb020 HO8020, @ MaKoX MObiNbLHICMb Hag4aslbHO20 KOHMeHmMYy — 30amHicmeb y4Hie eukopucmosyeamu 6yOb-siKi 3HaHHs1 ma Ha-
euy4Ku, Habymi 8 wkKoi, 8 Pi3HUX cumyayisix i3 peasbHO20 Xummsi ma npuliMvamu egheKmuseHi pieHHs1 8 NpobreMHUX cumyauisx; pedpnekcis (ne-
pexid eid oceimu do camooceimu).

BcmaHoenieHo, wjo 3asy4yeHHs1 y4Hie do ceidomozo eubopy ma hopMyeaHHsI 8/laCHUX OC8IMHIX wiisixie, a makox m'romopcbka nidmpumka,
egekmueHicmb iHOueidyanizayii Hag4asnbHO20 Mpoyecy cmae peasbHor 3ae80sKU 8i0KpUMOMY oceimHb0o20 cepedogulya Yepe3 crienpayro WKonu
3 CMOPOHHIMU eKkcnepmamMu ma npogecioHanamu.

Knroyoei cnoea: iHdueidyanisayisi, m'rtomop, m'tomopchki npakmuku, eidkpume oceimHe cepedosuuje.
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ORGANIZATION OF PERSONAL ACTIVITY OF THE MANAGER,
AS A CONDITION OF EFFICIENT ADMINISTRATION OF THE EDUCATIONAL INSTITUTION

The article outlines the theoretical foundations of organization of time management of the manager, time management systems, com-
ponents of the organization of the personal time of the manager. The main preconditions of efficient organization of working time of the
manager of the institution of education are considered. The tools of increasing the efficiency of working time, in particular the organization
of self-management of the manager, as a factor contributing to the optimization of their own resources and their management, are ana-
lyzed. It is noted that the driving force of management is the intelligence, emotions, feelings and will of man — the manager, the head. It is
shown that the key to successful management in the system of social relations is the understanding and consideration of the capabilities
of the human factor. Find determinants that help make the organization of work time optimal. The connection between the effective imple-
mentation of management functions in the educational sphere and the understanding of working time management levers is considered.
Opportunities for optimizing the time management of the head of a higher education institution are revealed.

Keywords: time management, goal-setting, planning, self-management, methods of organization of time, tools of time management,
professional reflection.

Formulation of the problem. Social management is a
management that is carried out in human society, people in
relation to people. Both the subject and the object of control
are presented by man. In the managerial systems that oper-
ate in a social environment, the human factor is the main
and leading factor, which includes: level of qualification, so-
cial activity, production initiative, level of professional and
general training, civic responsibility, state of health, physical
training, etc. According to the Law of Ukraine "On Higher
Education" (No. 1556-VII of 01.07.2014), in particular Sec-
tion VII "Management of Higher Education Establishment",
a list of tasks, functions, responsibilities of the head of the
Ministry of Health, the dean of the faculty, the director of the

educational-scientific institute, the manager department,
head of the structural unit. Such a list involves the existence
of a system in the organization of activities, the need for spe-
cial training for the planning and organization of the institu-
tion, teaching and research unit. The study of the content of
duties, the implementation of which is envisaged by the law
"On Higher Education" and the requirements for applicants
for a leadership position [3], show that there is a significant
contradiction between them in the modern system of higher
education. By comparing the requirements to the applicant
for a managerial position and the content of the authority of
the manager of the institutions of higher education, it becomes
apparent that in order to effectively carry out his mission, the

© Zhylenko M., 2019



ISSN 2415-3699

NEOArOriKA. 2(10)/2019

~ 61~

manager needs a number of competencies in planning, or-
ganizing motivation and control of managerial processes.
Analyzing the conditions under which these functions can be
performed effectively, we conclude that one of the most im-
portant — is the ability of the head to organize their own ac-
tivities. It permeates the entire control system. It is impossi-
ble to effectively manage management functions, if there is
no clear idea of the hierarchy of their own goals, time and
spatial opportunities for their achievement, the ability to cal-
culate and allocate goals that need to be achieved today,
tomorrow, in the short and long term. The search for deter-
minants to help determine the relationship between the or-
ganization's own activities of a higher education institution
manager and the effectiveness of management is the re-
search objective.

To achieve this, the following goals were solved: a num-
ber of approaches to the organization of time management
were investigated, the main determinants influencing the or-
ganization of the personal time management of the institu-
tions of higher education were determined, the actual state
of the process of organizing their own activities by the heads
of one of the institutions of higher education was analyzed.

Analysis of recent research and publications. Some
aspects of the effectiveness of managerial work in the edu-
cational sphere were studied by various scholars: pedagog-
ical management (VI Bondar, K. Ya. Vazina, Ml Pryhodko,
V.P. Simonov); organizational culture of the head of the
ZSSO (GM Timoshenko), professional self-education (SB
Yelakanov, L.V.Kondrashova, O.N.Yakubovskaya), devel-
opment of pedagogical reflection and mechanisms of reflex-
ive management of educational process (O. S. Anisimov,
Yu.N.Kulyutkin, AF Linnenko, G.S.Sukhobska, N.D. Khmel).
In the indicated researches the role and place of profes-
sional self-development, self-improvement, motivational-
value relation to itself as a subject of administrative activity
is shown. At the same time, studying the questions of deter-
mining the effectiveness of planning, organizing the motiva-
tion and control of managerial processes, the manager's
ability to organize his own activities did not find enough cov-
erage in the field of educational management. This work is
a continuation of the study of approaches to the scientific
organization of work of the head of the institutions of higher
education, which is conducted by the Department of Peda-
gogy of the Taras Shevchenko National University in the
framework of the improvement of the educational program
"Management of the institution of higher education". To date,

a comprehensive assessment of the effectiveness of the
managerial activity of the head of the institution of higher ed-
ucation has been carried out [3], the use of the principles of
neuro-linguistic programming in the preparation of manag-
ers for the educational sphere [2] has been explored.

Research presentation. Suppose that the effectiveness of
planning, organization, motivation and control of managerial
processes in an educational institution can be increased by ex-
amining the impact on its level of ability to organize its own ac-
tivities, identify determinants of its effectiveness, which depend
on the organization of personal work and affect the quality of
management and on this basis to develop recommendations
for its organization, taking into account the content of the duties
of the manager and the level of his professional tasks. We will
try to confirm or refute this assumption.

To date, there are many time management systems in the
world, both completely new and developed several centuries
ago. When organizing any activity it is important to learn how to
take into account the experience gained, enriching it with its
own achievements and taking into account the conditions of
professional activity in a specific working city. When it comes to
personal managerial planning, it must be taken into account
that the success of the entire organization managed by the
manager depends on its rational organization. By studying the
experience gained in this area, we will analyze some of the ap-
proaches and systems that have already been tested by time
and prove their effectiveness, we will find out the possibilities of
their use in the practice of the managerial activity of the head of
the institution of higher education.

One of the most famous in the world is the time manage-
ment system of Benjamin Franklin (17.01.1706 -
17.04.1790). He argued, "If time is the most precious thing,
then the waste of time is the most profligate." Benjamin
Franklin was a renowned scientist, talented journalist, expe-
rienced diplomat and wise politician. His system works on
the principle of "from big to small". Franklin argues that every
human action must be consistent with its vital values and is
aimed at fulfilling a global life goal. In order that the path to
the intended goal was easy and fast, it is divided into smaller
volume and implementation times, and in turn, they are bro-
ken down into several concrete and achievable tasks in the
near future. The system resembles a pyramid, in the lower
part of which are the fundamental life principles and the most
voluminous goals, in the medium-long-term, on the upper —
specific short-term tasks to achieve these goals. Visually,
the pyramid has the form, shown in Fig. 1

( PLAN FOR THE DAY ]

[ SHORT-TERM PLAN (weeks or months) |

[ LONG-TERM PLAN (years)

( A GLOBAL GOAL ACHIEVEMENT PLAN ]

[ GLOBAL LIFE TARGET ]

( MAIN LIFE VALUE (what a person wants to achieve in life) ]

Fig. 1. Pyramid of the goals of Benjamin Franklin

The first level of the pyramid. It is from the principles,
values laid in the foundation, the foundation of the pyramid
will depend on all subsequent actions. At this level, values
are determined, priorities are the hierarchy of vital values.
This level is the most difficult — a person to understand his
feelings and thoughts is not easy. It is extremely important
to find their own values. Often, what we consider value is
deceit, imposed by society, family, friends circumstances,
etc. Having compiled a list of values, it is necessary to care-
fully analyze it, excluding contradictory ones. Periodically,
they should be reviewed (approximately once a year). It's
time, and it is normal that life priorities are changing.

The second level is closely related to the previous one.
Based on the chosen values, a person must set himself a
specific goal, the largest and most important, for the

achievement of which he will work for the next few years or
even decades. It is important to remember that the global
goal should not be contrary to the basic values of life.

The third level. Its feature is the absence of a time com-
ponent: in the master plan, only actions are prescribed, and
the time of their execution is not indicated.

The fourth level — the plan is to indicate the specific
dates of implementation. It is important to put a non-abstract
date (for example, "this year"), and clearly prescribe the
terms and compare each item of the long-term plan with the
relevant point of the general, clearly understanding the time
limits of its implementation. Make adjustments to long-term
plans is desirable every 4-6 months.

The fifth level — a plan from a few weeks to several months.
Each item must correspond to any of the long-term items. It is
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often necessary to view the plan. It is desirable to re-read (and
make changes, if necessary) 1-2 times a month.

The sixth level is the preparation of daily plans, they are
directly dependent on short-term plans. It is important that
each point of the plan has a clear timeframe. Make the plan
a day better the day before in the evening. During the day it
can and should be adjusted.

Time management throughout the day. When plan-
ning for a day, you need to take into account the priority of a
particular case. Usually all cases can be classified into one
of three categories. Important and urgent, important but non-
terminating, unimportant. At first, you should start executing
important cases, then proceed to the implementation of sec-
ondary and, if there is time, to do minor things. It is not nec-
essary to grab immediately for everything, otherwise you
can not have time to do anything at all [6].

For effective planning, you can use a blog diverted by the
Franklin system. Several of the first or last pages of it are in-
tended to capture vital values and global goals. There is also a
table for drawing up a master plan. To record long-term plans,
there is always a place at the beginning of the diary, for record-
ing short-term — at the beginning of each month and every
week. Plans for a day are recorded on a page with the corre-
sponding date, with each case assigned a different degree of
priority (A — important, B — minor, C — insignificant). As the case
is completed, the letters X are additionally marked — canceled
or V — executed. Before the affairs, carried over to another day,
put a new date for their implementation. The main value of the
Franklin system is that it helps save time, disciplines the pro-
cess of self-organization, helps to plan and organize activities
in accordance with the main vital values [7].

Another approach to planning we see in one of the lead-
ing theorists and practitioners of the effective management
of Peter Drucker (November 19, 1909 — November 11,
2005), columnist, economist, writer, university professor,
journalist, lawyer, sculptor. In his book, "An Effective
Leader," he writes: "According to my observations, experi-
enced managers do not immediately rush to solve their prob-
lems. They start with an analysis of their time, and not from
planning — first they are thinking how to distribute their time.
Then they try to control the time, the most important element
of which is to reduce unproductive costs. Finally, their "per-
sonal" time combines in the maximum possible large and in-
terconnected blocks. According to P.Drucker, this process
consists of three components: time registration; time man-
agement; enlargement of time [8].

The easiest way to understand what time is spent is to
analyze the structure of the day. To register the current af-
fairs, create a small helper file (or keep in his diary) where
to fix the start and end times, give them a brief description,
record the obstacles. You can make separate columns and
a separate column with your own estimate of the effective-
ness of the time spent (efficiently / inefficiently), with the time
division of time for the time to fix the distracting moments
(checking mail, interrupting, talking with a colleague, breaks
on tea, diverting to checking updates in social networks,
etc.) affairs: work, personal, tasks, etc.

After mastering the registration skills, you can start man-
aging time — knowingly control it, what and in what amount
is spent on specific activities. This analysis helps to under-
stand the factors of the efficiency and productivity of per-
sonal work and go to the stage of consolidation of time.

Why do we have to pay particular attention to the stage of
consolidation of time? The organization of the educational
process requires careful preliminary and ongoing discussion,
preparation of decisions on important issues. The fragmenta-
tion in the work leads only to the need for repetition of opera-
tions. That is why a good manager always strives to consoli-
date his discretionary time. He understands that for solving
creative problems he needs large blocks of time, because

small sections cannot be used effectively. It has been estab-
lished that even a quarter of a working day, grouped by large
time blocks, may be sufficient to carry out important work. On
the contrary, three quarters of the working time can be spent
mediocrely if they are broken up in fifteen to twenty minutes.

Thus, employees of the educational sphere, and espe-
cially managers, must learn to dispose of their time enlarged
blocks. Splitting time does not lead to the desired result,
even if its total amount available is quite large. This thesis is
especially relevant with regard to the time spent on working
with people, namely, such a work — the central link in the
activities of the head, manager of the institution of education.
People spend time, and most of them are in vain.

Thus, time management is the action or process of train-
ing the conscious control over the amount of time spent on
specific activities, which can significantly increase the effi-
ciency and productivity of labor. Skillful time management
can improve the skills, tools and methods used when per-
forming specific tasks, projects, and goals. The time man-
agement system is their combination. Possession of such a
system, building it depending on the goals and objectives of
management, will help correctly plan, distribute and organ-
ize not only their time, but also the time of their subordinates,
which will enable to lead to a qualitatively new level of or-
ganization of activities in the area headed by the head.

The methodology of organization is the leader of his
time, and as a result, improving its efficiency is time man-
agement. Time management for many people is a lifestyle
that avoids constant stress. In such people, everything fol-
lows the plan and they always make it.

The purpose of time management is to help to understand
the specifics and nuances as much as possible, as well as at
the deepest level to realize and feel how effective the organiza-
tion can at one time contribute to the achievement of goals, to
help develop the potential of his personality and to have a ben-
eficial effect on the effectiveness of the functioning of the man-
aged organization and on life in general.

Today there is a huge variety of different approaches to
time management.

As the author of the book "Time Management:" Time
Management Practice "Sergey Kalinin, experts distinguish
three types of time management: personal (personal), role
(professional), as well as social time management. And
within these types there can be unlimited (and even overlap-
ping) number of systems, methods and concepts of time
management, some of which have copyright names.

Individual time management is closely linked to personal
self-development and is carried out personally by a person
who wants to improve the efficiency of their activities.

Role-based (professional) time-management helps a
person to be effective in implementing a specific social role,
usually a professional one. According to the author, profes-
sional time management — "this is 50% of the psychology of
work and another 50% of the methods of improving the effi-
ciency of labor, borrowed from the NOP (scientific organiza-
tion of labor [4].

By studying all the diversity of approaches to time man-
agement, one can understand that there are three principal
aspects of time management — systems, concepts, and
methods of time management.

Time management system — a combination of interacting
elements, in particular, concepts and methods of time man-
agement, aimed at achieving the goal.

The concept of time management is a certain way of
understanding and perceiving the effectiveness of using
personal time, on which the satisfaction with personal time
management depends to a large extent.

The method of time management is a systematic se-
quence of actions aimed at solving a specific task of time
management.
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Consider the process of planning and organizing the
work of the manager, taking into account existing systems,
concepts and methods of time management.

Planning is the first important link in the organization of
rational work of the head. It necessarily involves both the
establishment of realistic timing for achieving the goals and
objectives set, and the implementation of specific content.
Setting deadlines is an important and crucial moment in
planning. The ability to waste time is a sign of a high culture
of management, brought up and organized by a person.
There is such a law of management: the more time the man-
ager spends on planning, the less he goes to the direct so-
lution to the problem, which saves the total time [9].

If you spend 7-8 minutes planning on a working day and
consistently follow the plan, you can win around an hour to com-
plete tasks every day. This is another advantage in planning.

The rational organization of the work of the head as-
sumes a clear idea: what does he do when and how much
time does it take? A survey of the activities of vice-rectors,
department heads (8), deans of faculties, directors of insti-
tutes, scientific centers (16), secretaries, assistant manag-
ers (16) of institutions of higher education (total sample size
of 40 respondents) showed that it is a question of strict plan-
ning for the following directions:

e solving the issues of organizing the educational process;

e work with documents;

¢ Meetings, negotiations, conversations;

¢ solution of socio-economic issues;

e work with personnel;

e assignment.

¢ the obligatory component (which unfortunately cannot
be planned) are non-productive expenditures of time.

In the above systems, planning begins with the definition of
long-term (strategic, vital) goals. According to the authors of the
book "Competing for the Future" G.Hamela and KKPrahalad,
only 2.4% of the time spend on strategic planning. The task of
the leader, in their opinion, is to see the future before it comes
before anything. On such a vision, it is necessary to spend from
20% to 50% of the time spent on planning [1].

Our research has shown that most executives avoid
elaboration of long-term plans. Among the main reasons can
be called: do not know how they cannot develop them; be-
lieve that this is difficult for a long time and this is not neces-
sary; those who do it do not use them in the current planning;
Remote results are not perceived as real. Thus, in the pro-
cess of training managers of the educational sphere, their
training in the system of professional development, organi-
zation of professional self-development, it is important to
understand the role of strategic planning for the organization
of the personal time of the head and the methods of organi-
zation of his organization (Benjamin Franklin's Pyramid
goals, the Radiation Diagram method, etc.).

It is expedient to start the organization of personal time
with planning for 1 day, since: this is the smallest and well-
known unit; you can consider each new day as the beginning
(if the previous one was unsuccessful); who can not follow
the plan for a day, will not be able to follow plans for a longer
term. It is expedient to include in the plan for 1 day: tasks,
activities, obligatory and desired meetings, everything re-
quired from the list for a week, month, unfulfilled tasks of the
previous day, cases that have arisen additional, cases that
are repeated from time to time. Plans contained in memory
lose out in a clear sense, and, as experience shows, are
subject to frequent changes. Therefore, the plan should be
written in writing. It has some advantages: memory unloading;
has a psychological effect of self-motivation, actions in the
performance of tasks of a given day will be more focused
and oriented to the steady performance of the planned; will
help less distract (that is, concentrate), which, in turn, will
force them to accomplish precisely scheduled tasks; will not
lose out of sight unfulfilled items (transfer to the next day);

will make it possible to achieve greater success by as-
sessing the need for time and possible obstacles, schedul-
ing "buffer time" for unforeseen events. Written plans col-
lected in a binder, at the same time, are information (docu-
ment) about the work performed and in certain cases may
be evidence or a protocol of activity or inactivity.

The responses of the survey participants to the question-
naire regarding the vision of improving the planning and use
of working time showed that most see them as: improving
the delegation process; prioritization; optimization of moti-
vating goals — own and goals of subordinates; introduction
of monitoring system for implementation of plans. An abso-
lute majority of participants want to learn how to isolate from
the whole mass of things those that are most important and
promising. Eisenhower matrix can be used to streamline the
activities of the supervisor. It is a simple tool that helps to
avoid the state of analytical paralysis that occurs every time
you do not even know where to start. The use of the matrix
helps not only to understand things, but also to reduce the
emotional load. Subsequently, having mastered the princi-
ples of this concept, one can learn how to quickly and easily
identify the difference between the important, the urgent, the
secondary and the unnecessary. This tool is suitable for
those who are ready and able to evaluate the importance of
their tasks and clearly classify them. The method implies the
division of tasks and actions into four groups: urgent and im-
portant; important but not urgent; urgent but not important;
not urgent and not important. The ultimate goal of the Eisen-
hower method is to help filter out secondary affairs from im-
portant decisions and focus on what really matters.

Value of quadrants in the matrix:

Tasks are distributed to specific quadrants, which, in
turn, determine when and how long you can complete tasks.

e Quadrant | — "Do it immediately" (urgent and im-
portant). These are priority tasks that require immediate at-
tention. They have tough times and should be performed
first and foremost in person.

e Quadrant Il — "Decide when you do it" (important, but
not urgent). This quadrant is a strategic part of the matrix,
ideally suited for long-term development. The elements that
it contains are important, but do not require immediate inter-
vention. In this case, the tasks have a certain term and are
also performed in person.

e Quadrant Il — "Delegate to somebody" (urgent but not
important). This quadrant includes phone calls, emails,
meetings and events planning. These types of tasks usually
do not require personal attention, because they have no
measurable result. Quadrant 1l helps to minimize what dis-
tracts from important work. Through delegation, the man-
ager can focus on more serious things.

e Quadrant IV — "Do it later" (not important, not urgent).
Actions that fall into quadrant IV are related things that do not
bring any value. Simply put, this is something that you can
always postpone without fear of any consequences. These
things take time and prevent them from performing more im-
portant tasks that are being done in the first two quadrants.

Distribution of quadrant tasks has some peculiarities and
should be taken into account: lists of cases make life easier.
We must be convinced that when assigning tasks, the right
questions are asked to help determine what needs to be
done in the first place. The key feature is the priority. Only
personally, the leader can determine the level of priority of
the items in the list. Therefore, every morning, we must
begin with the register of cases from the matrix, and by the
end of the week you can see the result [5].

The results of self-analysis of the personal activity of man-
agers in our study showed: there are those that focus on prob-
lems. Each day for them is a struggle with problems, but their
number increases day by day. Less time is spent on joyful
feelings from solved problems; the number of stressful situa-
tions is increasing. The only way to get rid of problems is that
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many executives of this type see immersion in the quadrant
IV case, which is perceived as a kind of holiday.

Other managers spend most of their time on urgent but un-
important cases, believing they are dealing with quadrant |. For
them, urgency becomes important. In most cases, this is due to
the fact that the interests and expectations of other people who
are adapting to them tend to overwhelm them. As a result, they
feel a victim of circumstances that are higher than them.

Managers who work with important but non-urgent cases
focused on preventing problems by building relationships
with others, strategic planning, preventive actions and the
acquisition of new knowledge. Therefore, the number of cri-
sis situations they are relatively small. As a result, they do
not feel "cornered", in which there is time to rest and creative
work. But these were the smallest number.

Discussion of the results of self-examination and the search
for solutions in problem situations has shown that for most man-
agers leaving the situation that does not satisfy them is the tran-
sition from work in quadrants | and Ill to work in quadrant Il. In
addition, it turned out that such a transition is quite complex and
requires some courage. First, the only time resource for classes
in quadrant Il is the time from quadrants Ill and IV. And here it
is necessary to develop in itself two skills: to carry out an anal-
ysis of the expenses of his time and learn to refuse from the
cases imposed from the outside, and relate to the unimportant.
Refusing to work in quadrants 3 and 4, it is important to keep in
mind that people are always forced to speak to someone or for
some reason, "no" because of the limited time. For many, it's
easier to say "no" to yourself, taking time in your own health and
development, family, creativity and giving this time to the inter-
ests of others. This human feature is liked to use crisis leaders
who follow the rule: "If you want the thing to be done, instruct its
busy person", so it is important to learn to say "no" to others,
not allowing themselves to engage in solving crisis problems.

Conclusions:

1. Social governance is a management carried out in hu-
man society, people in relation to people. Both the subject
and the object of control are presented by man. In the man-
agerial systems that operate in a social environment, the hu-
man factor is the main and leading factor, which includes:
level of qualification, social activity, production initiative,
level of professional and general preparation, civic respon-
sibility, health condition, physical training, motivation, ability
to self-organization.

2. To effectively carry out its mission, the head of an ed-
ucational institution requires a range of competencies in the
planning, organization of motivation and control of manage-
rial processes. An analysis of the conditions under which
these functions can be performed effectively showed that
one of the most important is the manager's ability to organ-
ize his own activities.

3. When organizing the management of their own time,
the leader must learn to take into account the accumulated

M. XKuneHko, kaHA. neAa. HaykK, Aow.

experience, enriching his own achievements and take into
account the conditions of planning and organization of activ-
ities in a specific workplace.

4. The methodology of organizing a leader of his time and,
as a consequence, improving his efficiency is a time manage-
ment that should become a lifestyle for the manager, which
allows you to understand and feel how an effective organiza-
tion can at its own time contribute to the achievement of goals,
to help develop the potential of the individual and to have a
beneficial effect on the effectiveness of the functioning of the
managed organization and on life in general.
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KuiBcbkui HalioHansHUI yHiBepcuTeT imeHi Tapaca LLleBuyeHka, KuiB, YkpaiHa

OPrAHI3ALIS1 OCOBUCTOI AISANbHOCTI KEPIBHUKA,
AK YMOBA E®EKTUBHOI'O YMPABJIIHHA 3AKINALOM OCBITU

Po3sansiHymo npomupiyys mix 0608’si3kamu KepieHuKa y 3aknadi euwoi oceimu, siki usHa4yaroMbCsl 3aKOHaMu | GeMOKpamuYyHOH NpPoyedyporo
o6paHHs1 Ha nocady, w0 He 3aexou 3abe3neyye eidnoeioHicmb pieHs1 nid2omoeku npemeHdeHmMa eumo2am npogpeciliHoi disnbHocmi. [JocnidxeHo
OOUH i3 MOXueux Hanpsimie NodoslaHHs1 Ub020 NMPOMUpPIYY4si KePiGHUKOM 3a paxyHOK op2aHi3ayil ocobucmori npayi exe nicas o6paHHs Ha nocady.
Po3ansiHymo meopemuyHi oCHogu op2aHi3ayii ynpaesiHHs1 4acoM KepieHuUKa, cucmemu ynpaesniHHs Yacom, ckiiadoei opaaHisayii ocobucmozo yacy
KepieHuKa. BusHa4eHo ocHo8Hi nepedymosu eghekmueHoi opaaHi3ayii po6oyozo yacy ynpaeniHys 3aknady oceimu. [[poaHanizoeaHo iHcmpymeHmu
nidsuweHHs1 e¢hekmueHocmi poboyoao Yacy, 30KkpeMa op2aHi3ayiss caMoMeHed)XMeHmMy ynpassiHys, K YUHHUKa, Wo Cripusie onmumisayii enacHux
pecypcie i ynpaeniHHs HUMuU. 3a3Ha4yeHo, W0 PyWIliHON CUJIOH yrpassliHHS eucmynarome iHmMesieKm, eMouii, moYyymmsi i osnsi MOOUHU — ynpaeJii-
HUsl, KepigHuka. [locnidxeHHs1 npiopumemie disnnbHOCMI ynpaesniHyie pieHsi npopekmopa i kepieHuka Hag4yanbHUM niopo3dinom 3BO noka3sano, wjo
8U3HavyaslbHUM OJ1s1 yCniWwHO20 ynpassliHHS 8 cucmeMi coyianbHUX 8iOHOCUH € PO3yMiHHSI i paxyeaHHs MOX/1ueocmel s1l00cbK020 ghakmopy. 30iti-
CHeHo nowlyk demepmiHaHm, siki donomazaroms 3po6umu npoyec op2aHizayii po604yo20 Yyacy onmumasnibHUM. Po3251siHymo 3e’s130k eghekmueHoi
peani3auii pyHkyili ynpaeniHHs e oceimHil cghepi i po3ymiHHsA eaxkesie ynpaeniHHA enacHUM pob6o4um Yacom. Po3kpumo nidxodu i moxnueocmi
wodo onmumisayii ynpaeniHHsi 4acom KepieHuka 3aknady euwjoi oceimu. Ha ocHoei nepegipku e xodi docnidxeHHs1, 06Ir'pyHMoeaHo i 3anponoHo-
8aHO asl2zo0pumm cucmeMHO20 slaHy8aHHSsI, WO y CYKynHocmi 3 pekomeHOayisiMu o opaaHisayii ocobucmozo 4Yacy doseoJsisic onmumizyeamu Oisi-
nbHicmb ynpaeniHyi 3aknady euw,oi oceimu i niosuwumu ii egpekmueHicms.

Knroyoei cnoea: ynpaeniHHsa 4acom, yinenoknadaHHsi, nnaHyeaHHsi, caMOMeHed)XXMeHm, Memoodu op2aHi3auyii Yacy, iHcmpymeHmu ynpaesiHHsi
4acom, npodgpeciliHa pegprekcisi.



